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Introduction
The State Personnel Office Benefits Unit has created a new web based program for ALL
Non-Payroll Groups to enter enrollment information.  This new system is called the Non-
Payroll Enrollment System (NPES).

This new system will allow a more efficient process of entering enrollment information,
reconciling the account with the carriers and ease of the payment process.

This system will allow the Non-Payroll Groups to migrate to an electronic enrollment
with the carriers.  This will eliminate the major part of all the paperwork for each group.
With the electronic enrollment in mind, we have created NPES to accept all dependent
information.  This means a little more work on the front end but the end result will be a
more efficient system.  All of the groups will have one year to enter all dependent
information.  Please keep this in mind when updating employee’s information and new
hires.

This manual is created to show step-by-step instructions on how to use the system.  If you
are having any problems, please feel free to contact the State Personnel Benefits Unit at
739-8331.
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Entry into the NPES Web Site
www.DelawarePersonnel.com/Benefits/NonPayroll/

Select NPES Login

Here is
where you
enter into
the system.
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Step 1 - Login

*Group Code is
the same number
you used on the
excel spreadsheet.
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Step 2 - Verify Group Information

Check to see if all the
group information is
correct.  Make changes
as needed.

Make sure you
select the payment
type.

If you are using a wire,
please print out the Group
Totals Page.  Write on the
top that you are sending a
wire, the date the wire was
sent, sign, and mail to SPO.
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Step 3 - Update Subscriber Information
From here you can:

§ List all of your Subscribers or Search by SSN or Last Name
§ Update Subscribers information including coverage
§ Add New Subscribers
§ Add New Dependents
§ Monthly Reports

This is the
section where
changes can be
made.
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Step 4 - Verify Group Totals

Use the Printable
Version to Print the
Group Totals Page.  This
print out provides the
name of the group and
the month.

Totals include only
the types of coverage
in which you have
employees enrolled.
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Step 5 - Finalize and Submit

You must check
each box before the
system will allow
you to submit the
report.
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Finalized - End of the Process

Remember – you cannot make any changes to previous
months activity.  If you need to make a prior month change,
please refer to the Retro Policy for instructions.
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Review of a Subscriber

The employee
must be marked as
active to have
coverage.

To remove
an employee
un-check the
active box.
Remember
you always
want to
check on the
dependents.

To save changes that
are made, click the
update subscriber
button.
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Adding a New Subscriber

To add dependents
to a subscriber, the
subscriber must be
in the system first.
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Adding a New Dependent

After entering the
dependent
information, you
must click on the
Add New
Dependent button
to save the changes.
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Payment Instructions

Checks

1st. Print out the printable version of the Group Totals Report.

2nd. Cut the check for the Grand Totals Amount.  Make check payable
to State Personnel Office.

3rd. Attach the Group Totals Report and the check together.

4th. Send check and Group Totals Report to:
State Personnel Office
Blue Hen Corporate Center
655 South Bay Road, Suite 202
Dover, DE  19901

5th. All payments are due the 1st day of the month which coverage is
being provided.

6th. Remember—you cannot change the monthly enrollment after you
hit the Submit button.
If changes are needed, please refer to the Retro Policy, which is
attached.

Wires

1st. Print out the printable version of the Group Totals Report.

2nd. On the top of the report, please state that you are sending a wire,
the date it was sent, and sign the report.

3rd. Send the Grand Totals Report to:
State Personnel Office
Blue Hen Corporate Center
655 South Bay Road, Suite 202
Dover, DE  19901
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RETRO POLICY
NON-PAYROLL GROUPS

July 1, 2003

NO prior month change can be entered on the system!

1st. Fill out the Application for Change in Coverage for the appropriate
carrier (blank copies are attached).

2nd. Figure out the amount of premium that is due from the change in
coverage (if refund is due – please call SPO).

3rd. Make the check payable to State Personnel Office.

4th. Make copies for your file.

5th. Send the application and check to:  State Personnel Office, Blue
Hen Corporate Center, 655 South Bay Road, Suite 202, Dover, DE
19901.

SPO and carrier must approve ALL prior month changes!

v SPO will make all prior month changes on the system after the carrier
confirms the change.

v The change will be reflected on the next month’s Enrollment Report.

Things to Remember:

· No changes can be made in tiers unless there is a qualifying event.
· Open Enrollment is the only time a carrier change can be made.
· Any change adding a spouse for the first time – a Spousal Coordination Form

must be filled out and sent to the carrier.  At every Open Enrollment period, a
new Spousal Coordination Form must be completed.


